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1. Requesting Agency
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3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
i p additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will .cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.
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No.

5. Description of Records —
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.
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•*'•!

MimjTES OF THE BOARD OF VISITORS

X 9» X 1"Sizei U*B x 10" x 1 % 10"
Dates« Hay. l8S8-19li9 " .
Quantity! h volumes and 2 bundles (total 1 ctu
Fils Arrangement! Chronological
Annual Accumulation! none

foot)

This item includes the minutes of the Board of Visitors and the
minutes of the Executive Committee of toe Board. Tho minutes
contain a record of the policy decisions, the activities of the
Board and its committees, reports to the Board, expenditures of
the institution, numbers of patients admitted, etc. The minutes of
the Executive Committee were kept by the Secretary to the Board
whb;«ks required to record the proceeding of the Committee and
make thea available to the Board at its regular rase tings. Minutes
of the Board for the period 1888-1915 are bound; typewritten ;
originals of later minutes (1919-15U.) are 8| x 21 unbound sheets.
"Boa record copy of tha minutes for the period sinee 19ljl has ? not
been located, but an incomplete set has been retained by the
Administrative Assistant for the period I$h6-19h$> Tha Board
ceased to function in 19i*?.

Minutes of the Executive Committee for the period 189B-191U are
bound. Typewritten originals have been retained in unbound fora
through 1935. There appear to be no jainutes of this Capittee after
that date. The recommendation belov applies to the minutes of both
the Board of Visitors and the Executive Coranittee of the Board*

RECCWlEITOATlOHi RETAIH PEÎ AIIEIJTLYj TRANSFER TO THE HALL OP HECOHBS
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Records Commission.

SEPi3* ftwu^ %•
Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
• Public Works.

•£•? 1 6 i r -

Secretary



FORM HR-RM 1A
(II - 1 -88)

Hall of Records
Commission

( ~ST FOR RECORDS RETENTION
' (Continuation Sheet)

cr
MLE

SCHEDULE
NO. 308
PAGE
NO.

4.

(em
o.
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6. Recommendation
of Hall of Records
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3.

REPORTS TO THE BOARD OP VISITORS

Size.' 8§" at 11"
Patosj 1688-19U1
Quantityi 1 cubic foot (estimated)
File Arrangements Reports and correspondence are inter*

mixed*

This item includes records which are related to the Minutes of the
Board of Visitors (Item 1). Specifically, these records arei
Superintendents handwritten reports submitted at meetings of the
Board'of Visitors, I88O-I89U1 Treasurer's statements and financial
reports, 1919-19Uli correspondence relating to bequests and other
legal matters, 1920-1926) farm reports, 1919-1939} reports and
correspondence submitted to the Board for consideration, 1897-19UO*
Reports later than 19I1I have not been located,

RSCOHHSNDATlOMt RETAIN PEBKAHEHTLYj TRANSFER TO HALL OF RECORDS

SUPERINTENDENT'S GENERAL CORRESPONDENCE

CO

of

Or §
"- co«-£

5
Size 1 8§° x 11" unless stated otherwise
Bates. 0B96-19l5i 19U3 - -
Quantity: 1896-1915« 3 cubic feet

1913 - - a 12.5 cubic feet (total 15.5 cubic
feet)

Bate of Accumulations 2 cubic feet
File Arrangoroontj see below
Disposable Amount 1 6 cubic feet (estimated)

This item includes several general correspondence files created
by the Superintendent or his administrative assistant. The files
are organised differently depending upon their respective dates of
creation* .There appears to be no correspondence ante-dating 1896.
Correspondence created between 1916 and 19U3 has not been located.
Specifically, the files consist oft Ut letter-boxes (&nc files),
1596-1915* which are arranged chronologically and then alphabeticall
within each box* They contain incoming and outgoing letters froo
former and prospective employees, family and relations of inmates,
persona requesting ccardttment of a patient, and from parties
concerned with the-Internal administration of the training school.
A volume (12" x 10" x &") of the Superintendent*s outgoing

ftdenes (latter-press copies of handwritten letters) is

«r

V*M£wi»|**)
<ned with applications for conrnission, inmates, and general

administrative natters (1896-1899). The General correspondence
file of the administrative assistant to the Superintendent (191*3> -
relates to the internal administration of Rosewood and is. with y ;
State agencies. Counties, somlcipalitias, welfare organisations, c ~
individuals, etc* In addition to this correspondence, tee file also

etc.
reports, MMtA printed material, work sheets, permits.

*:Y Ki

!'•> IZ37

Superintendent's correapondence created during this period (19U3 - -



FORM 44R-RM
(B-1-BS)

Hall of Record*
Commission

1A r
1ST FOR RECORDS RETENTION S

(Continuation Sheet)

r*.-
ULE

SCHEDULE
NO. . 308
PAGE
NO.

4.
?m

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

A.

B.

h.

consists largely of copies of taaterial tfileh is available In the
files of other ̂ .vlfflong of the Training School* Superintendent's
correepondencs relating to individual patients is filed in tha
Patients* Medical Record file" (Schedule 276, Item 1) and is governed
by tha recoesaendation for that itea.

The recosffaendation belov governing correspondence created prior to
1916 is based on the fact that each of the correspondence vhich eon*
cemed individual patients was not filed in the patient* a individual
Ifodicnl Record folder* Furthensore, this file is tha only operating
file for the period when Rosewood operated independently of tha
Department of Mental Evgiena. The recooEendation for tha correspon-
dence created after 1S>U3 is based on the fact that the file contains
no material having continuing legal or administrative value and that
any material which doctsaents polipy is available in the corrospon-
dence of the Corasnissiener of Mental fiyglena.

A H material In the Superintendents and a&dnistrative assistant* s
files created after 19a3 is governed by the °B° recoraEPendation. Tha
nAn recoanendation governs correspondence created prior to 1916.

HECOHHEBDATIOIla

RECa^EHDATIONj

(O21RBSP0HDEKCE CREATED PRIOR TO 1916) BETAIH PER-
tmmiXi TRARSFEB TO THE EALL OF RECOiTDS.

(CORBESPOKDESCB CREATED AFTER 191*3) RETAIH FOR
FIVE TEARS &JBD TBEH

APPUCATIOtJS FOB 0QS9CCSSI0S

Sizes 8|« x 1U« (folded to 8° x k* and filed vertically)
Dates: 1889-1931
Qoantitys 3 crjbic f «sf>
File Arrangosienti Sossric&l by application number

This file contains records vhich are concerned with the eanattaaBt
of indivldaals to Rosewood. Both the records of persons actually
admitted end those of persons not admitted are foond in the file.
A majority of the records appear to be concerned «ith persona «too
were not admitted, in Indivldaal's record nay includes

Personal Daseriptiva Blank (81* x lit"), shoeing the
patient's name, address* physical history and des-
cription, rttaeagesj behavior characteristics* sldUs*
naae of attending phyaiclan, nanes aa& address of
parentoy naae of party Initiating tha application
(parent, jwrenils court officer, etc.). On tha
versa appear occasional notations of patient**
•ltion, progress after di&ehares, eta* \ B O A R D l F

T^^ft^^^B l^f ssponasncB XJPUB Bcnoojt
doctors, velfare socletlss, parents,

attendance officers,
ate.
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$.

6.

Certificate of Orphans Court or County CcBniasionsrs
(Comraiteaent papers)

Newspaper clippings concerning applicant's prior behavior

The Register of Applications (Item $) i s an index to this f i l e . The
recossneindation below applies to both the records of persona actually
admitted and those who were not admitted.

HBCOJftiEHDATIONs HSTAUJ PERMAMEiTPLT.

BBOISTER OF APPLICATION

Siaei 35" x !$• x 2»
Dates* 1 8 9 6 - -
Quantity* 3 volumes ( 1 cubic foot )
Fi la Arrangeaentt I n order of receipt of application
Animal Accumulation* l e s s than | cubic foot
I&dess I s each voluaa

Applications f o r adsissLon t o noseeood are recorded end nun&ered In
the ordsr of the receipt of the applicat ions. Tha applicant's nano,
county or c i t y of or ig in , date of the f i l i n g of the application, and
reasarka appsar 2a coltcanar f omu the Register i d an index t o the
Applications for Coetrdssion f i l e ( I taa 1|),

RETAIN F^RMWENTU.

Man, RECORD BOO©

Siae» Hi8 x 10" x 1»
Batest 1902-1510
Quantity* 7 volaaea (^ cubic foot )
F i l e Arrangaaanti Qironological
Andited byt Stats

5E

Daring t t o period covered by t h i s record the Superintendent apparent-
l y read a l l incoming correapondance and maintained th ia s e t of r ec -
orda a s a log of the l e t t e r s received and anasered* Each record book
shows the date of the receipt o f a l e t t e r , frcsa wiwci received, a
short anomaly of the subject natter , the nauo of the person ^Mnring
the l e t t e r , the date of the anauar, a ref erases t o page misfeera of
l l s t t e r books, and raaarks—e«g» tho aaount of eoney encloged.

So l e t t e r books created dttrlag the period 1502*1918 bam been located

8B0QSgffBPATICBt RSTAXH VrnmSSWai TRANSFER TO THE HALL OF EEOORIB
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7.

8.

9.

IHDEX TO PATJLEBra
Sizei TS« x 9" x &»
Datedt U?O8-1912
Quantity* 1 volan»
File Arrangeraenti In order of patient*a admission

The Index to Patients is a record of the inmates tinder care at Rose-
wood. Tha entry for an individual Inmate shotfs his naxas and tha
naraea and address of parents or guardian,

RECOMHEHDATIONs RETAIH PEflMANEHrLjr,

HISTORY OP PATIENTS AND PATIEHTS* CLOTHIBO ACC0UOT3

Sizes 13" x 10» and 13" x 8«
Dates: 1892-193B
Quantity! 2 volumes
File Arrangement* Chronological
Audits State
Indexs In each volume

The volume for the period 1892-3013 shows the patients* names on
separate sheets andinclutdea remrks on character, behavior« and
progress (up to 1699)* At the back of the book Is an account of
cash received (1907*1913) for purchases of clothing for inmates
or other iteias for the institution. •

A second record book titled "Cash Received11 contains a record of
cash received for clothing purchases for the period 19llHL9l8»

RECOMIENDATIONi RETAIL PE8HAB8fflXX$ TRANSFER TO THE HALL OFJIECORDS

PRIVATE PATIENTS* ACCOUNTS A :yi iv'

oE-

^ r> - i\ L) ^ F
Slzet 1U» x 12» x 1", 12« x 8" x V, 15" x 10̂ ' x 1%

12» x 10» x 2» j
Datesi -, 1919-19fi? J
Quantityi k voluass (| cubic foot) I
File Arrangeaentt Seb belov ;
Audits State
Zndexs See below

These voluaes contain the accounts of private patients. The cost of
the maintenance of these patients was paid from private funds. 7exy
fev of these patients were admitted to Roserood betaoan 19liO and l°£0
and none after the latter date. The accounts of all private patients
ware completely closed in 1955* The maintenance coat of all patients
currently under cars at Rosewood is paid by various political oubdivi|-
aions out of public fuoda. Specifically, these record books ares

1. Two indexed account books for tha period 1919-1935.
The account book for the period 1939-1923 shows the amount payable
for the maintenance of patients for each aonth. Each patient's
account is maintained on a separate page. The account book for the
period 1923-1935 Hats the ncass of patients, the revenue received

CO
5o

8
O Co

5
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10.

from pat ients , awi tfea t o t a l amount payable for tha month.

2 . The indes&d account book (1$3$-19$$) contains monthly
entr ies for each patient* s account, each of uhlch I s on a separate
page, fba f o l i o norfcer 2nd tfao debit or credit amounts are shota
for each monthly period.

3» A carfx rece ipt book for patients* accounts {!$* x 10"
x 1*) maintained for the period 15R5M°23 s&ews the rece ipts of pay-
jaant from patients* A few miacellnnaqas rece ipts o f funds are Also
recoarded.

REOffitMEKJATlONj REf AIK PEHmaSHTU| TRAHSB^ TO TfiS HAIJ* OF RECORDS

GEHERAL I£DGER

co
CO

O

11.

Sizes 15n x 10» x 1"
Datest 1901 - -
Qcantitgrj 5 TO1TO»S (1 cubic foot)
File Arraî searasntj Chrcsnological
Auditi state

ledgers contain a susmary of a l l permanent end annual account*
(e .g . fidLsceHaneoua revenue* legac ies and donations, s a l s o f f&ra
jroducte, naintenance, patients* f e e s , inccEna from investraente, e t c . )
rhe sumnery of each account includes the balance carried forward and
rotations of funds which Tisy have been transferred from other e c -
:ounts*

32O0HJEHDATIONJ IlET/JCH F££mS£3triSr.

CASH RECEIPTS I£D(BR

Sisej 15° x 12» X 1«»
Dates: 1923 • -
Quantityj 2 raUm<s ( | cubic foot)
File Arrangemssttt Chronological
AudLti state

record shows the date, payee, the cash sasotmt received, cash
i, payroll fron the State Treasurer, speciel funds, and incons
inv«3ts3St8. Fron 1S35-19U3, patients* fees are r e c o r d ^ ^ ^ ^

ifter that date, only institutional receipts are posted; J (

\ BOARD LF :

or or

wxxmmm&xjont RETAIN mmmmx. 3L1C VvOKXi
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i

ACCOUNTS APPROVED ,

Sl2ej Hi" x ID" as V* . ,
Dates* 1399-1916
QoaatltiTJ 6 vtitama ( | cubio foot)
File Arrangement* Ouxaologlcal
Audit: State
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6. Recommendation
of Hall of Records
and Board of Public
Works.

2=
O
CO
CO

13

Tho Board of Visitors of Rosewood approved certain e^endlt^orea*
Thesa record books, were Gpparentjy raatetained by tba Treasurer and
eontaln a broaktSown of the varioua aecountg^ tbd approved i t eaa par-
chased and charged t o each account, tha aaomxbs paid for the various
itesB* and tho vooicJrar ntisfi>er of each paiynant*

ftBCaSlSIIDATIONi RETAIN PSRMA&gSTISr) TR/'1SFER TO IHS H4LL OF RECORDS

om BOOK (Rgcsiwa « DisaqRssi^ra JOURNAL)

S1S591 1UW X 1O»» X 1«
Datess 1 8 ^ - 1 9 2 3
Quantity* h volaates ( | cuhlo foot)
Fi le Arrangeasnti Chronological
Audits State

Q= Cc

5

Thg Caah Book for tha period lB9b-15?? inclntfes t i e following
on the credit aides the date, the naao of tho pacree or vendor, tha
typs of item l»mght (vhleh incltrfas payroll esponditBrea)* aad tha
item balance on hand. On the debit side appears tha amounts of caa3 L
on hand end othar fmSa racaived. Later records carry basically tba
0ano infornatioa with snro dstailt credit side showing tho date,
payeo, the Isdgecr fo l io , tho wraeher ngsber* tha maount of tha vouch-
er, and total coaoantj ds^alt sitSa shotdng tha aoooot of state appro-
priation, ancnmt stdtscrlbed or donated, lalscellenaous receipts, and
totals* Receipts are ovtrrantay recorded in tha Cash Receipts Regis-
ter.

RBOOHN&HDATXDgt ItfTAlH PHlHAKSHTEr.

UiLpiSBgRsasarrs ccamptQL

Siaas 1UW x 12« at 1«
Sates: l?2b-19&
CJaantityt 1 voloaa
File Arrangcsusnts Chrqnffilo îc l̂
Audits State

vithin

This record eantaina daily entries sboalns the Haiary^ carried for-
ward, the check e n t e r , the amount ef tha check covering the d ls -

KBCfflWaEuMIOHs RETAIN PESMAGSirTEFj TRAHSFEB TO THE HALL OF BECOHDS
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15.

16.

17.

CASH DISBURSEMENTS DETAIL

Size i 1U» x 12» x 1»
Datess 1$23 - 3*33
Quantity? 1 rolazss
F i l e Arrangeiseat* Chronological
Auditt State

This ia A record of disbursements and th© funds from «h±ch they vera
paid. Specifically, tha entries Includes the date, amount of funda
brought forward, the payee or vendor's name, check number, the not
cash amount of the check, and the account chargeable for the disn
burseiaent (accounts payable, State treasurer, petty cash, or special
funds)*

FJSCOmEHDATION* RETAIN mtMHSHOTj TRAHS?£R TO TB& HALL OF BE0QRD3

CASH DISBtmSSHSHTS SISTRIBOTIOK (SUSSIDIARY ACOgDST)

Sizei 1U» x 12« x 1»
Datesi 1923 - 1930
Quantity; 3 voltimas
File ArrangQEentt Chronolosical
Audits State

CO
CO

UJ o

or ce

5

within each nonth

The Cash Dlsbursezasotd Distribution books are a record of cash dis-
bursements for purchases froa tha Central Porchasing Bureau* Entriei
include i the date on which the requisition was seat to tha Central
Purchasing Bureau, date of return by tha Central Purchasing Bureau,
the d&2$ paid, and the amount of tha myaaat entered under tha appro-
priate account (stores, fuel, Bua*ry, or capital outlay).

RECOMTEKDATIOHs RBTAUf. VmS&SSmiXt TRANSFER fO WS EALL OF RECORDS

TREASnRER'S CASH BOOK

Size* 12» x 8W x |«
Dates: !9Ol*-19Q?
Q-jantityj 1 volnae
File Arrangecsntt Chronolosical
Auditt State

Tha Treasurer maintained a record of expandttara* appstQSBBft^tha
Finance Committee of the Board of Visitors. I t shtws the date,"
payee or vendor's narae, the type of rasrehandi^ purchased, the
check nunteir, the voucher nambor, and tha amount of tha expenditure.

I1' P i : j . . l C V i v . " . x > . :

3C - Hi 1957

KECOKKSHIUTIOHj RETAIN PEHIttHEHTUj SSAHSFES TO IBS EALL OF BBQ0HD3.
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1.9.

TREASURERS CASH BOOK

Siaet 12° x 8" x |»
Dates* 1 W 1 9 Q 9
Quantity» 1 voXujsa
File Arrangesient* Chronological
Audits State

The Treasurer maintained a record of expenditures approved by tha
Finance Ceraaittee of the Board of Visitors* It shows the date,
pajee or vendor's name, the type of nerchandige purchased,the check
numfcer, the voucher ifcaaber, and tha amount of tha expenditure.

RECOMKSHDATIONI ESTAISI P&RMAKOfTLTj TRMSFER TO BIB HALZ. OF REQORD&

VOUCHER REGISTER

Siae: 15B x 12« x 1«
Patsat 1901-191^, 1^15-1921
Quantity* It volumes
File Arrangosientt Quronolosical witldn each jnonth
Audits Ŝ tate

3ha Voucher Register contains tho following entries arranged in
columnar forms the date, voucher number, in vhose favor and other
particulars on tbs Toucher, the Treasurer's cheek nttnber in payment''
of tha voucher, and the ledger folio. The debit breakdown indudoa
maintenance, adninistrativB espsnsss, lands and buildings, and TSLO-
eellansous.

20. ; 12CARD LI

REGQMHEHDATIOKs KETAirJ PamAHSlirEf.

PSRCHASE RECORD BOOKS

Sieet 15W x Hi" x 1»
Dates* 1921 - -
Quantity* 11 volumes (1.5 cubic feet)
File Arrangement; Chronological
Audit* State

Tho Purchase Record Books are an inventory record of storo3~ite3£
purchased and the amount paid for each type of item. The naraa of
tha vendor is ehown in later record books* This record Is currently
maintained In a perpetual inventory (card-type). A record of sal*
arias paid appears in two of the volumas for the period 1923-193°.

RECa-JMEHDATlORi RETAIN PSKHARENTLY.
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21.

22.

23.

QHTERAL JOURNAL

Sisei 35* x 12» x 1"
Dates! 1923 - -
Q u a n t i t y 3 V0&QB&38
File Arrangeraonti Chronological
Audits State

The General Journal contains a record of the state Treasurer's appro-
priation from general funds* accounts payable, bills over one hundred
dollars paid by the Comptroller, capital surplus* fuel outlay, and
a listing of stores purchased.

BECQMffiNDATIONi RETAIH PERKAHEHTET.

DRUO BOOBS

Bizei 10" x 8"
Dates* 1950 - -
Quantity* c 500 books (7 cubic feet)
Fils Arrangement! By year and therein by type of drag
Annual Aoc&anlationi 1 cable foot
Disposable Amount! U cubic feet
Audit* Statd

The Drug Books are a record of each type of drug administered to
individual inmates at Rosewood. An individual Drug Book includes
the following information on the administration of a particular drug!
the date* the nans of Mia patient* the astount of the dosage* time of
administration, administering doctor* $b*t p&raoa administering, and
the balance on band. These records are utilised during the periodic
audit. A record of drugs administered is available in the Patients1
Madical Record Folder (Schedule 276* Item 1 ) .

RECQI^EHDATIONi RETAIN FOR THREE YEARS OR UKTXZ, AUDITED, WHICHEVER IS
LATER* AHD THEN DESTEOI. J V I f

CONTRACTS 7....I:.D i

or indit

Sizei 8|» x 1U"
Dates! 19li7--
Qoantityi 2 cubic feet
File Arrangenenti Alphabetical by eotapany
Awwrtâ  Accusolation! Less ***$**) & cubic foot
Disposable AtRounti 1 cubic foot

This file* maintained by the Administrative Assistant to tha Superin>
tendent, contains contracts for buildlDg construction and rftpwll
deferred aaintenanee repairs.

RECONK&DATIDNi RETAIN PESHASBZmZ.
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4J-em
lo.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2lu ADMUHSTRATIVE RECORDS OF TKB TREASURER

Sizex 8§° r U « folded to J>» x k*
Datest 3503-1913 ." '• •
Quantity: 1.5 cubic feet
File Arrangeaants Separata drawer for each type of

material mentioned below

This file appears to have been maintained tgr tha Treasurer and
contains material relating to capital iinpi-ovemnta. Specifically,
tha file incltidas tha following types of records arranged In separate
drawarsj treasurer's fidelity end guarantee bonds; contracts, sped*
ficationa, and correspondOTce concerning the construction of a priv-
ate roadwayi refrigeration estiraatesj heating and poaar plant esti-
mates; requisitions for supplies and equipment) herd certificates!
treasurer's statestsnts and reports) farm natters) contracts for now
buildingaj land purchases.

RECOmEHDATION; BEVJCLX PERJttNSOTLT: TRANSFER TO TIE HALL OF RECORDS.

i-M)Vi. I J A i 1

c WORI: ̂


